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ABSTRACT
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May, 1996

It is the intent of this project to create a handbook for the parents, students, and staff
of Washougal Leaming Center in Washougal, Washington.
This handbook was designed to both be consistent with current district, state, and federal
guidelines, and communicate the policies and procedures of the Washougal Leaming Center
to parents, students, and staff. The handbook was developed with input from staff of
Washougal Leaming Center. Handbooks from various school in Washington were also
review in the development of this project.
Recommendations included an annual review of the handbook to ensure its validity
and appropriateness.
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Chapter I
Introduction
The Washougal School District is located in Southwest Washington, along the
Columbia River. It has a total enrollment of approximately 2,628. Within the school
district there are two elementary schools, one middle school, one high school, one
alternative high school, and a combined elementary, middle school day-treatment
program (Washougal Leaming Center). Until three years ago Washougal School
District served it's students with severe behavioral problems out of district, in a more
restrictive environment. Currently the district is capable of serving these students of
"high need" at Washougal Learning Center.
Statement of the Problem
At present, Washougal Learning Center is the only building in the district which
does not have a policies and procedures handbook. The program has an enrollment of
approximately 25 students with emotional and behavioral disturbances as designated by
WAC 392-172-118. The staff includes two certified, and five classified employees, and
one mental health therapist.
Pur.pose of the Project
The purpose of this project was to develop a policies and procedures handbook
for operations and provision of day-treatment services to students enrolled in
Washougal Learning Center. The handbook was constructed to be consistent with
current district, state, and federal guidelines. It followed the basic policies and
procedures as set by the Washougal school board, and conforms to the current Revised
Code of Washington (RCW) and Washington Administrative Codes (WAC) as they
apply to students qualifying for special education services.
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Limitations of the Project
This project was specifically related to Washougal Learning Center, and is
limited in its application to other day-treatment centers. In the creation of the handbook,
a limited number of elementary, middle school and day treatment center handbooks were
surveyed, as well as the current policies of the Washougal School District.
The process for development of this handbook could be used by any school.
The topic areas of this handbook might also be applicable to a handbook for another
school, as would the basic format and overall organization of the handbook itself.
Procedures for Collecting Data
Three primary sources were used for the data collection . First, current district
policy was examined and reviewed. Student handbooks from three school districts
throughout the state of Washington were consulted. Second, related RCWs and WACs
were reviewed to ensure compliance with state law. Finally, input was solicited from
staff at Washougal Leaning Center. These sources and information gathered from a
review of related literature were used in the development of the "Procedural Handbook
for the Washougal Learning Center."
Definition of Terms
Washougal Leaming Center- Ketchmark (1995), during a presentation to the
school board defined as a day-treatment program developed by the Washougal Learning
Center, in conjunction with community agencies and other school districts in Oark
County to directly serve the area's "high-need" population of behaviorally and
emotionally disabled students. The day-treatment provides for the delivery of mental
health, and educational services. The main thrust of this day-treatment is the
development of pro-social behavior through use of selective feedback and rewards.
Therapeutic interventions help the student to understand his/her behavior, with the goal
of enabling them to gain control over their actions. A level and point system is used as
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the behavior management system, which is the backbone to the development of prosocial skills. The level system consists of five levels through which a student
progresses before they re-enter the regular education system. The Washougal Learning
Center's schedule parallels the general school schedule, with the exception that the
former has a longer school year of 190 days. During the school breaks for holidays and
summer, mental health services continue to be provided.
Overview
The following chapter is a review of related literature that applies to this project.
Chapter three includes the procedures of the project. Chapter four is the inclusion of the
handbook itself, and Chapter five is devoted to a summary of the study, conclusions,
and recommendations.

Chapter II
Review of Selected Literature
Introduction
The review of literature includes information on the importance of mission
statements and goal setting for the program. It also defines the target population, the
staff necessary for the program as well as the procedures for placement and program.
Classroom management strategies are also explored. The literature review focused on
the mandates of basic policies and procedures as set by the Washougal school board,
and conforms to the current Revised Code of Washington (RCW) and Washington
Administrative Codes (WACs) as they apply.
Handbooks are important because they provide a basis for training new staff and
for evaluation of staff and program. A handbook gives a framework for making
decisions in an environment that must be both structured and immediately responsive to
student needs (Glickman, 1992).
Mission Statement and Goals
In endeavoring to state the school's vision clearly, it has been helpful to embody
statements in a mission rather than a philosophy statement format. A mission statement
is simply a statement of an organization's vision of itself that serves to guide program
planning, development, and evaluation (Rogus, 1990). The mission statement also
serves as the basis for communicating within and outside the organization with those
who are important to the school's effectiveness and success (Below, Morrisey, &
Acomb, 1987). Once the mission statement is in place, it must be communicated to all
that are involved with the organization. This includes the entire staff; administration,
mental health therapists, certificated teachers, instructional assistants, secretaries, and
custodians. It also includes parents, and boosters.
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Strategic goals are those broad outcome statements that allow the development of
plans. Some examples include a lower dropout rate, increased student achievement
scores, and more positive school climate. Under each goal one or more specific
objectives might be listed (Herman, 1989).
Target Population
Seriously Behaviorally Disabled for clarity and consistency the WAC, (1995) definition
of Seriously Behaviorally Disabled was used That definition is as follows:
WAC 392-172-118 Definition and eligibility criteria for seriously
behaviorally disabled. (1) Students who are seriously behaviorally
disabled are those who exhibit over a long period of time and to a
marked degree, one or more of the following characteristics:
(a) An inability to learn which cannot be explained by intellectual,
sensory or other factors;
(b) An inability to build or maintain satisfactory interpersonal
relationships with peers and teachers;
(c) Inappropriate types of behavior or feelings under normal
circumstances;
(d) A general pervasive mood of unhappiness or depression; or
(e) A tendency to develop physical symptoms or fears associated
with personal or school problems.
(2) The term includes students who are schizophrenic.
(3) The term does not include students who are socially
maladjusted, unless it is determined that they are also seriously
behaviorally disabled.
(4) All students considered for special education and related
services as seriously behaviorally disabled shall be evaluated according
to the following:
(a) A current evaluation which concludes that the student has a
serious behavioral disability and which considers and describes the
student's social behavioral disability and which considers and describes
the student's social and emotional behaviors and provides implications
for educational planning, if any.
(b) An evaluation which describes behaviors which distinguish
between common disciplinary problem behaviors and serious behavioral
disabilities. Common disciplinary problem behaviors (e.g., truancy,
smoking, breaking school conduct rules) may exist in conjunction with
serious behavioral disabilities, but cannot be used as the sole criteria for
recommending special education and related services. The evaluation
shall also include:
(i) A social or developmental history compiled directly from the
parent(s) and/or records, when parents are not available.
(ii) Current academic achievement evaluation as measured by
standardized tests appropriate to age level and administered individually.
(c) If the academic evaluation is completed and there is
documentation showing that the student's disability is evident in the
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school environment, the following evaluation reports may be substituted
for the school district and other public agency's evaluation.
(d) A current evaluation by a psychiatrist or a nonpublic school
mental health professional who holds a graduate degree in a recognized
mental health specialty that considers and describes the student's social
and emotional behaviors, which concludes that the student has a serious
behavioral disability, and provides implications for educational planning,
if any. The multidisciplinary team shall consider these implications in
planning and implementing the student's educational program.
Conduct Disorder
Normally developing children occasionally exhibit anti-social behavior. They
may throw tantrums, fight with others, cheat, lie, and disobey their parents, or
teachers. According to Kazdin, (1991) youngsters who develop abnormally do not,
however, perform antisocial acts in most social contexts, or with such frequency as to
become pariahs (social outcasts) among their peers, or excessively burdensome to their
parents and teachers. A child who has a conduct disorder exhibits a persistent pattern of
antisocial behavior that significantly impairs every day functioning at home or school, or
leads others to conclude that the youngster is unmanageable.
Attention-Deficit Disorder (ADD) and Attention-Deficit Hyperactivity Disorder (ADHD)
ADD and ADHD are the most widely used terms for disorders of attention and
excessive activity. Kauffman (1992) stated that there is still controversy and confusion
regarding terminology and definition. However, most definitions suggest that ADD or
ADHD is a developmental disorder of attention and activity level that is evident before
the age of 7 or 8 years, persists throughout the life span, involves both academic and
social problems, and is frequently accompanied by other disorders. Taken from
Diagnostic and Statistical Manual of Mental Disorders, Fourth Edition. Washington,
DC, American Psychiatric Association, (1994).
The essential feature of Attention-Deficit/Hyperactivity Disorder
is a persistent pattern of inattention and /or hyperactivity-impulsivity that
is more frequent and severe than is typically observed in individuals at a
comparable level of development (Criterion A). Some hyperactiveimpulsive or inattentive symptoms that cause impairment must have been
present before age 7 years, although many individuals are diagnosed
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after the symptoms have been present for a number of years (Criterion
B). Some impairment from the symptoms must be present in at least two
settings (e.g., at home and at school or work) (Criterion C). There must
be clear evidence of interference with developmentally appropriate social,
academic, or occupational functioning (Criterion D). The disturbance
does not occur exclusively during the course of a Pervasive
Developmental Disorder, Schizophrenia, or other Psychotic Disorder and
is not better accounted for by another mental disorder (e.g., Mood
Disorder, Anxiety Disorder, Dissociative Disorder, or Personality
Disorder) (Criterion E).

Combined Education and Mental Health Services
The need for mental health is not just a recent concern. Ekstein and Motto
(1969) reported that the history of such collaboration began with teachers and analysts
in the 1920s. When mental health service is provided, little is known of the intensity or
quality of such services. Dealing with disturbed youngsters and yet our monitor, the
I.E.P., often ignores pupils' emotional needs (Morse, 1993). Forness (1989), in his
mental health-special education coalition report, recommended increased liaison between
educators and mental health care providers. Whether increased education and mental
health cooperation will benefit our children is not a question, but there are several
conditions ignored in the vision of quick fix by liaison.
Paraprofessionals
There has been a phenomenal growth in utilization of paraprofessionals in
special education service delivery roles. Over the years the role of paraprofessionals has
expanded to include increased use of these personnel for assessment, initial instruction,
and home-school support, in addition to other activities that have, historically, been
performed by teachers (Jones & Bender, 1993). The Washougal Leaming Center relies
on a great deal of support from these people.
For clarity and consistency the WAC, (1995), definition of staff qualifications was
used.
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WAC 392-172-200 states that all employees of a school district
or other public agency funded in whole or part with state or federal
special education excess cost funds shall be qualified as follows (except
as provided for in subsection (4) of this section):
(1) All employees shall hold such credentials, certificates or
permits as are now or hereafter required by the state board of education
for the particular position of employment and shall meet such
supplemental standards as may be established by the school district or
other public agency of employment. Supplemental standards established
by a district or other public agency may exceed, but not be less than,
those established by this section.
(2) In addition to the requirement of subsection ( 1) of this
section, all teachers shall possess "substantial professional training" and
support personnel shall meet standards established under the educational
staff associate rules of the state board of education, as now or hereafter
amended. A teacher of special education must hold a valid general
teaching certificate for the appropriate level(s). The school district or
other public agency is responsible for determining whether or not the
teacher has adequate preparation to provide special education services.
"Substantial professional training" as used in this section shall mean and
be evidenced by either an appropriate special education endorsement or
recommended placement upon the teaching certificate of an employee
issued by the superintendent of public instruction. If the teacher does
not have a certificate endorsed in special education, the teacher of special
education must hold a valid general teaching certificate for the
appropriate level(s), and the school district or other public agency is
responsible for determining whether or not the teacher has adequate
preparation in special education to teach such classes. Course work
focused on the essential areas of study and credits required for
en~rsement by the state board of education in the area of special
education are required.
(3) Classified staff shall present evidence of either formal and/or
adequate in-service training or successful experience in working with
special education students. The office of superintendent of public
instruction, through the special education comprehensive system of
personnel development, shall identify the minimum competencies
classified staff must possess and develop in-service training strategies to
meet staff needs.
(4) General education classroom personnel providing specially
designed instruction pursuant to a properly formulated individual
education program may be paid from state special education excess cost
funds if the district has in place a cost allocation plan which meets the
requirements established by the superintendent of public instruction.
Placement and Program Procedures
Referral
Referral, focus of concern, or pre-assessment is the formal procedure used by
schools to take a closer look at a student who is having, or is expected to have difficulty
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in learning. A referral can be made either before a student enters school or when a
student is having difficulty in school. In some cases, an obvious disability, may require
specialized assistance not available in regular school classrooms. Students whose
behavior is a barrier to their learning are referred through this procedure.
Preevaluation procedures--Referrals. A referral of a student
suspected of having a disability may be originated or transmitted through
any source, either in writing or verbally.
A referral may be initiated by any source including but not limited
to parents, medical personnel, school district or other public agency
personnel, community agencies, civil authorities, district screening
procedures, and other identified, interested persons (WAC 392-172-102,
1995).
Assessment
If the decision is to assess the student for possible placement in special

education, the district must assess and decide whether the student is eligible for special
education services within 35 school days after the written consent has been provided by
the parent, or such other date as agreed to by parent and school staff (WSPEP, 1995).
Assessment for teaching and assessment for clinical treatment may differ
considerably. School personnel are interested primarily in assessment that helps them
design an intervention program. Teacher and peer rating scales and direct observation
of troublesome behavior in various school settings are most useful to educators
(Kauffman, 1992).
Evaluation. Current Evaluation, Reevaluation. and Consent
(1) "Evaluation" means procedures used to determine:

(a) Whether a student is disabled; and
(b) The nature and extent of the special education and related
services that the student requires, if any. The term includes procedures

used selectively with an individual student and does not include basic
tests administered to or procedures used with all students in a school,
grade, or class.
(2) "Current evaluation data" for determination of eligibility
means:
(a) Evaluation data obtained during a period of ninety calendar
days prior to determining eligibility for students ages birth to six; or
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(b) Evaluation data obtained during a period of one hundred
eighty calendar days prior to determining eligibility for students ages six
through twenty-one.
(3) "Reevaluation" means procedures used to determine the
student's continuing need for special education and related service.
Reevaluation may also be used to determine the appropriateness of the
services being provided to the student.
(4) "Consent" means that the parent or adult student:
(a) Has been fully informed of all information relevant to the
activity for which consent is sought in his or her native language or
mode of communication, including being informed of existing evaluation
data to be used;
(b) Understands and agrees in writing to the activity for which
consent is sought, describes the activity and lists any records which will
be released and to whom; and
(c) Understands that the granting of consent is voluntary and may
be revoked at any time (WAC 392-172-040, 1995).

General Areas of Evaluation
The evaluation of a student shall be in all areas related to the
suspected disability, including, but not limited to health, vision, hearing,
social skills, emotional status, general intelligence, academic
performance, communication skills, motor abilities, career, vocational,
and the need for transition services. (WAC 392-172-106, 1995)
Multidisciplinary Team
Multidisciplinary Team (MDT) is a generic term meaning that people from
different disciplines and parents all work on behalf of the same child. Technically a
multidisciplinary style is one in which professionals from different disciplines work in
relative isolation, they remain in their separate areas of expertise (Lyon, & Lyon, 1980).
The MDT membership for determining initial placement of severely behaviorally
students is at least one school psychologist or school social worker along with a teacher
and a school district representative. Students involved in day-treatment programs have
an expanded MDT which includes not only the school psychologist, the teacher , the
administrators, and other support staff, but also the mental health specialist. The MDT
makes recommendation to the IEP team regarding placement, special education and
related services needed.
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Individual Educational Plan
If a student receives special education services, he or she must have an

Individual Educational Plan (IEP). The IEP is a requirement mandated by Public Law
94-142, the Education for All Handicapped Children Act. This Act guarantees that each
student enrolled in special education will receive a free and appropriate public education
(FAPE). It ensures the appropriateness of an educational program, it functions like a
"contract" to identify goals, objectives, and timelines for delivery of services. It also is
considered an "educational record" and is subject to the same confidentiality safeguards
as any other school record (Shore, 1986).
According to the WSPEP Eagle Book (1994), the IEP process (planning,
writing, implementing) includes a number of purposes and functions:
The IEP meeting serves as a communication vehicle between parents and school
personnel. As equal participants, they jointly decide student needs, services to be
provided to meet the needs and the anticipated outcomes.
The IEP process provides an opportunity for resolving any differences between
the parents and the school concerning a student's special education needs: first, through
the IEP meeting and second, if necessary, through the procedural protections guaranteed
for parents and students with disabilities.
The IEP sets forth, in writing, a commitment of resources necessary for a
student with a disability to receive needed special education and related services.
The IEP is a compliance/monitoring document which may be used by authorized
personnel from the state and federal governments to determine whether a student is
actually receiving the free appropriate public education guaranteed by law and agreed to
by the parents and the school.
The IEP serves as an evaluation device to determine the extent of the student's
progress toward meeting the projected outcomes. The law does not hold teachers or
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other school personnel accountable if a student does not achieve the goals and objectives
set forth in his/her IEP. However, school personnel should be able to demonstrate that
progress has been made on the objectives attempted.
The IEP implementation (WAC 392-172-158, 1995), states that at the beginning
of each school year, each public agency shall have in effect and IEP for every special
education student who is receiving special education from that agency. An
individualized education program must:
( 1) Be in effect before special education and related services are provided to a
student; and
(2) Be implemented as soon as possible following the meetings under this
chapter.
It is expected that the individualized education program of a special education
student will be implemented immediately following the meetings under this chapter. An
exception to this would be when the meetings occur during the summer or a vacation
period, or where there are circumstances that require a short delay (e.g., working out
transportation arrangements). However, there can be no undue delay in providing
special education and related services to the student.
Placement
Federal law specifies legal requirements to which the special education
placement must adhere, but it provides little guidance in selecting placement. According
to Shore, (1986), few placements will meet all of the criteria. The IEP team must decide
which are most essential to the student's well-being.
According to WAC 392-172-180,(1995), the procedures for
establishing educational settings.
(1) The educational setting (placement) for each special
education student shall be determined at least annually at a meeting
conducted pursuant to WAC 392-172-156.
(2) The selection of the appropriate placement for each special
education student shall be based upon:
(a) The student's individualized education program;
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(b) The least restrictive environment requirements of WAC 392172-172;
(c) The placement option(s) that provides a reasonably high
probability of assisting the student to attain his or her annual goals; and
(d) A consideration of any potential harmful effect on the student
or on the quality of services which he or she needs.
(3) In interpreting data gathered through the evaluation process
in this chapter and in making placement decisions, each public agency
shall:
(a) Draw upon information from a variety of sources, including
aptitude and achievement tests, teacher recommendations, parental input,
physical condition, social and cultural background, and adaptive
behavior;
(b) Ensure that information obtained from all of these sources is
documented and carefully considered; and
(c) Ensure that the placement decision is made in conformity
with the least restrictive environment rules in this chapter.

Placement is an individual decision based on the unique need of each individual
student and must be made in the least restrictive environment (LRE). According to
Taylor (1984), This is perhaps the most publicized and least understood principle of
P.L. 94-142. Although it implies that handicapped children should be educated with
non handicapped children to the maximum extent possible, it is not synonymous with
mainstreaming. The idea of the law is that, ultimately, a handicapped child should be
mainstreamed; however, the law does not require that a child be mainstreamed if the
type or severity of the handicap precludes the child's successful performance in a
mainstream environment.
The state shall ensure that each public agency establishes and
implements procedures which meet the least restrictive environment
requirements of this chapter, and that the various alternative service
delivery options included under this chapter are available to the extent
necessary to implement the individualized education program for each
student eligible for and in need of special education. The provision of
services to each special education student, including students in public or
private institutions or other care facilities, shall be in his or her least
restrictive environment as follows:
(1) Educational setting--Each special education student shall be
provided services:
(a) In the general educational environment with students who are
not disabled to the maximum extent appropriate to his or her needs.
Special classes, separate schooling or other removal from the general
education environment cannot occur unless it is demonstrated by the
school district or other public agency that the nature or severity of the
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student's disability is such that his or her education in general classes
with use of supplementary aids and services cannot be achieved
satisfactorily; and
(b) In the school which he or she would attend if not receiving
special education and related services, unless his or her individualized
education program requires some other arrangement. If some other
arrangement is required the student shall be provided services in the
appropriate educational program that is as close to the student's home as
possible.
(2) Nonacademic settings-- Each special education student shall
be provided nonacademic and extracurricular services and activities
conducted by the school district or other public agency with students who
are not disabled to the maximum extent appropriate to the needs of the
student. Nonacademic and extracurricular services and activities may
also include counseling services, athletics, transportation, health services,
recreational activities, special interest groups or clubs sponsored by the
district or other public agency, referrals to agencies that provide
assistance to individuals with disabilities, and employment of students,
including both employment by the district or other public agency and
assistance in making outside employment available. Each school or
public agency shall take steps to ensure that its special education students
have available to them the variety of educational programs and services
available to non-special education students in the area served by the
school district or public agency, including art, music, industrial arts,
consumer and homemaking education, and vocational education (WAC
392-172-172, 1995).
Due Process
Public schools must provide the opportunity for a free, appropriate public
education to students with disabilities. Legislation spells out student rights and steps to
be taken by parents or the school district if either feels that those rights have been
violated. These steps are known as due process procedures.
According to Turnbull, Strickland, and Brantley, (1978), the due process
principle refers to a system of checks and balances that seeks to ensure fairness of
educational decisions and the accountability of both the professionals and the parents
who make those decisions. Educational rights and due process procedures are based on
constitutional guarantees and legal decisions. The Fourteenth Amendment guarantees
equal protection for all citizen. "No state shall make or enforce any law which shall
abridge the privileges or immunities of citizens of the United States, nor shall any state
deprive any person of life, liberty, or property, without Due Process of Law."
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Due process is the right of each citizen to be treated equitably and to receive the
benefits of all procedural safeguards as provided in the Fifth and Fourteenth
Amendments to the United States Constitution. Mediation, a voluntary process, and/or
a due process hearing, a formal procedure, is initiated when the parents (or adult
student) and the school district do not agree on issues (Eagle Book, 1994).
Students' Rights to Special Education Programs
Students in Day-treatment programs have the same rights as other students with
behavioral disabilities receiving special education. These rights are most succinctly
stated in WAC 392-172-045.
(1) Each school district or other public agency shall provide
every special education student between the age of three and twenty-one
years, a free and appropriate educational program. The right to special
education for eligible student commences on their third birthday.
(2) School districts or other public agencies may provide special
education and related services to students with a disability in the birth
through two years age group. If a school district or other public agency
provides an education to any student who is not disabled in the birth
through two years age group, the district or other public agency shall
make special education and related services available pursuant to this
chapter to all its special education students of the same age.
(3) Any student referred for special education and related services
shall qualify pursuant to eligibility criteria set forth in the chapter.
(4) A special education student shall remain eligible for special
education and related services until one of the following occurs:
(a) The multidisciplinary team, based on a reevaluation
determines the student is no longer in need of special education; (In this
case, while a disability may continue, and individual accommodations in
the general education classroom may be necessary for educational
benefit, such services would not represent special education services as
defined in this chapter.) or
(b) The student has met high school graduation requirements
established by the school district or other public agency pursuant to rules
of the state board of education; or
(c) The student has reached age twenty-one. The student whose
twenty-first birthday occurs on or before August 31 would no longer be
eligible for special education. The student whose twenty-first birthday
occurs after August 31, shall continue to be eligible for special education
and related services for the remainder of the school year.
Special Education - Defined
Instruction that is specially designed to meet the unique needs of
a special education student and provided at no cost to the parent or
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student. Specially designed instruction includes instruction conducted in
the classroom, in the home, in the hospitals, institutions, and in other
settings as well as physical education, and vocational education. Special
education also includes specially designed instruction when it is carried
out as part of speech and language services, physical and occupational
therapy, orientation and mobility instruction, behavioral intervention,
and audio logical services (WAC 392-172-045, 1995).
Related Services
Transportation and such developmental, corrective, and other
supportive services as are required to assist a special education student to
benefit from special education. These services include communication
disorders services and audiology, psychological services, physical and
occupational therapy, recreation, including therapeutic recreation, early
identification and evaluation of disabilities in students, counseling
services, including rehabilitation counseling, medical services for
diagnostic or evaluation purposes, and orientation and mobility services.
The term also includes school health services, social work services in
schools parent counseling training, and classified staff services (WAC
392-172-055, 1995).
Attendance
Since accurate enrollment and attendance records are essential
both to obtain state financial reimbursement and to fulfill the district's
resJX>nsibilities under the attendance laws, staff shall be diligent in
maintaining such records.
The school district shall not require proof of residency or any
other information regarding an address for any student, who is eligible
by reason of age for the services, of the district if the student does not
have a legal residence. The request for enrollment may be made by the
student, parent, or guardian.
The superintendent shall develop procedures for enrolling students with
attendance problems. When enrolling a student who has attended school in another
school district, the parent and student will be required to briefly indicate in writing
whether or not the student has any history of placement in a special education program;
any past, current or pending
disciplinary actions; any history of violent behavior; any unpaid fines or fees from other
schools; and any health conditions affecting the student's educational needs (Washougal
Schoo1District Policy #3121, 1995).
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Level Systems
According to Klotz (1987), level systems provide an organizational framework
within which a teacher can shape a student's behaviors through systematic application of
behavioral principles. The goal of a level system is to foster a student's improvement
through self-management, to develop personal responsibility for social, emotional and
academic perfonnance (Bauer & Shea, 1986), and to provide student transition to a less
restrictive mainstream setting (Kerr & Nelson, 1989). Regular, resource, and selfcontained classes, special day schools, residential treatment centers, and prisons have
used level systems (Bauer & Shea, 1988). Students advance through the various levels
as they show evidence of their achievement. The behavioral expectations and rewards
may change as students demonstrate progress at each level. Presumably, students who
have proceeded through the levels move toward a less externally controlled system and
or a less restrictive educational setting (Smith & Farrell, 1993). As the student
progresses through these levels, expectations and privileges are increased. In a level
system the student recognizes that by changing behavior, attitude, and performance,
there is an opportunity to experience success in school.
The precise origin of current level systems is difficult to determine.
Bremner (1971) suggested that the use of a level system is not an invention of the
twentieth century. He pointed out that in the mid- 1800s Charles Dickens wrote that
new juvenile offenders entering the House of Reformation in Boston were assigned to
the lowest class of four, and through good behavior, could work their way up to the
first class. Even in more contemporary times, the development of level systems seems
to evade and exact account. Level systems appear to have evolved from the behavioral
technology that was being applied in the early 1960s.
Aversive Therapy - Safeguards
The purpose of WAC 392-172-388 through 392-172-398 is to
assure that students with a disabling condition are safeguarded against
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the use and misuse of various forms of aversive therapy. Each school
district or other public agency and educational service district shall take
steps to assure that each employee, volunteer, contractor, and other agent
of the district or other public agency responsible for the education, care,
or custody of a student with a disabling condition is aware of WAC 392172-388 through 392-172-398. No school district or other public
agency and no educational service district shall authorize, permit, or
condone the use of aversive therapy which violates WAC 392-172-390
through 392-172-396 by any employee, volunteer, contractor or other
agent of the district or other public agency responsible for the education,
care or custody of a student with a disabling condition. Aversive
therapy, to the extent permitted, shall only be used as a last resort.
Positive interventions shall be attempted by the district or other public
agency and educational service district and described in the
individualized education program prior to the use of aversive therapy
(WAC 392-172-388, 1995).
Aversive Therapy - Defined
For the purpose of WAC 392-172-388 through 392-172-398, the
term "aversive therapy" means the systematic use of stimuli or other
treatment which a student is known to find painful or unpleasant for
purpose of discouraging undesirable behavior on the part of the student.
The term does not include the use of reasonable force, restraint, or other
treatment to control unpredicted spontaneous behavior which poses one
of the following dangers:
1. A clear and present danger of serious harm to the student or
another person.
2. A clear and present danger of serious harm to property.
3. A clear and present danger of seriously disrupting the
educational process (WAC 392-172-390, 1995).
Time-Out
Time-out has proven to be both a popular and effective method for suppressing
inappropriate behavior. However, time-out is a form of isolation and therefore an
aversive therapy prohibited by WAC 392-172-392, "(Isolation) no student may be
excluded from his or her general instructional or service area and isolated within a room
or any other form of enclosure except under the conditions of WAC 392-172-394." It
can be defined as the contingent removal of a student from an activity through isolation
from the group or environmental stimulus which has promoted the misbehavior.
Removal should result in reduced anxiety and improved attention and concentration.
The application of the time-out procedure does allow for immediate follow-through
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since the student remains in the school settings. Time-out also allows for the
reinforcement of more positive and appropriate behaviors following the reduction of
problem behaviors by emphasizing the importance of time-in activities. Time-out is not
a suspension from services; rather it is isolation for a limited period of time during the
school day with minimal impact on he educational process. Time-out that is an
extension of the IEP or accommodation plan is intended to eventually increase the
student's opportunity for learning (Smith D.E., 1981).
Exclusionacy Discipline
Both IDEA and Section 504 protect students with disabilities from being
improperly excluded from school for disciplinary reasons. Certain disciplinary
exclusions of a disabled student from school constitute a significant change in the
student's educational placement. Such disciplinary exclusions are governed by both
IDEA and Section 504 regulations and cannot be implemented until a school district
satisfies required change of placement procedures. For clarity and consistency the
WAC, (1995), definition of significant change or placement was used. That definition
is as follows:
For the purposes of WAC 392-172-370 through 392-172-382,
the term "significant change of placement of a special education student"
means any suspension, in school or out of school, or expulsion for
disciplinary reasons which excludes a special education student from
school for more than ten consecutive school days in a given school year
or any series of suspensions that are each of ten days or fewer in
duration which create a pattern of exclusion (WAC 392-172-376, 1995).
The key here is the term "significant change in placement." Both IDEA and
Section 504 require school district staff to satisfy specific procedural steps before
making any significant change in a disabled student's educational placement, including
changes made as a result of school disciplinary procedures. Both regulations require
compliance with the procedural steps to protect the student's right to an appropriate
education and to ensure parental involvement in such major decision making. Any
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school district which significantly changes a disabled student's educational placement
without satisfying required procedural steps does so in direct violation of these
procedural requirements. Any improper disciplinary exclusion of a disabled student
from school can be challenged, and compensation for reimbursement of legal costs may
be required.
Disciplinary Exclusion - Determination
The determination of whether a series of suspensions that are
each of ten days of fewer in duration creates a pattern of exclusion must
be determined by a multidisciplinary team on an individual basis.
Among the factors that the multidisciplinary team should consider in
determining whether a series of suspensions constitutes a pattern of
exclusion are the length of each suspension, the proximity in time of
suspension to one another, and the total amount of time the student is
excluded from the program. In making such a determination, the
multidisciplinary team shall document in a written narrative the basis for
such determination, including any relevant data or evaluation procedures
utilized.
The district or other public agency must provide the parents with
written notice consistent with WAC 392-172-302 through 392-172-306
regarding the multidisciplinary team decisions as to whether the series of
suspensions constitutes a pattern of exclusion (WAC 392-172-378,
1995).
Emergency Exclusion - Dangerous Students
A special education student whose presence poses a immediate
and continuing danger to the student, other students, or school personnel
or an immediate and continuing threat of substantial disruption of the
educational process, may be expelled pursuant to WAC 18~40-295.
Prior to an exclusion exceeding ten school days, the school district or
other public agency must complete the procedures defined in WAC 392172-370 through 392-172-382.
A parent may request a hearing conducted in accordance with
WAC 392-172-350 through 392-172-356. Pursuant to WAC 392-172364, during the pendency of the hearing, unless the parent(s) of the
student or the adult student agree to an alternative educational program,
the student involved in the complaint shall return to the educational
program he or she was in at the time of the expulsion.
A school district or other public agency may obtain a court order
(a temporary restraining order or injunction) during pendency of a
hearing to extend the exclusion from school for a dangerous student
beyond ten days or to place the student in alternative setting.
An alternative educational program must be provided during any
exclusion (WAC 392-172-380, 1995).
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Medication at School
The Washougal School District No. 112-6 is authorized by Chapter 195, laws of
1982, to administer oral medication to students during school hours or while students
are in custody of the district. The Board authorizes the Superintendent to designate
personnel to administer oral medication to students. Oral medication is to be
administered pursuant to the law and only when a licensed professional with authority to
prescribe medication determines that the medication is necessary to pennit the student to
attend school and or to facilitate the student's ability to learn. If a student must receive
prescribed oral medication during the school day, the parents/guardians shall provide in
writing authorization, instructions and a description of possible medication side effects
to the school principal or designee. If the medication is to be administered for more than
five (5) consecutive school days then confirmation in writing must be received from the
prescribing licensed professional with the instructions for administering the medication
and identification of possible medication side effects (Washougal School District Policy

#3416).

Chapter III
Procedures of the Project
Introduction
The intent of this chapter is to provide the reader with a description of the
procedures of this project. The development of this handbook consisted of three
separate phases. The first phase involved an extensive review of related literature, a
summary of which is found in Chapter II of this project. The second phase focused on
gathering sample handbooks from other schools. Phase three involved a staff review of
the handbook to ensure that the handbook's contents were appropriate for Washougal
Learning Center.
Sample Handbooks
Ten elementary, and middle school handbooks and two day-treatment
handbooks were reviewed. The handbooks differed in their content, they were
consistent in their style and format. The majority of the handbooks were simple
documents, produced within the school, and stapled down the left edge of the booklet.
The day-treatment handbooks were the most useful. The content focused on issues
similar to that of Washougal Learning Center.
Staff Review
The final step in the development of the handbook was the review of the
handbook by the Learning Center staff. Each staff member received a working copy of
the document for his/her review.
A staff meeting was also scheduled to give staff members the opportunity to
discuss the contents of the handbook, and share their suggestions and views. The staff
concluded that they would like to have a handbook with many of the same subject areas
included in the other day-treatment handbooks.
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Feedback from staff included sections on important local phone numbers,
movement from levels, and individual contracting. These sections were then added to
the handbook. The working copies were then collected, and the feed back received
from staff members was incorporated into the final draft. The staff whom gave
feedback, were instructional assistants which may be a limiting factor when generalizing
toward other programs.
Summary
The information gathered from the sample handbooks provided a framework
from which to begin the process of developing the handbook. The staff review of the
handbook ensured that the handbook is a useful document, that it remains consistent
with current district, state, and federal guidelines, and complete in its content.

Chapter IV

The Handbook

for the

Washougal Learning Center
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Welcome to the Washougal Learning Center!

To Students:
You will find the entire staff at Washougal Leaming Center ready to assist you in
improving your behavior and managing your feelings safely. This is your opportunity
to start over in a new environment where all students are working toward a common
goal. Our expectations are high and we are confident that, with support, you can make
some healthy changes for yourself.
There is important information in this handbook that you need to know to be successful
at Washougal Learning Center. Please read through it carefully and discuss it with your
parents or an adult you trust..

To Parents/Guardians:
An essential part of your child's success at reaching his/her goals will depend on you.
We will need your support for our school program. Experience has taught us that when
family and school work together as a team, students have a greater opportunity for
making healthy changes. We believe you want what is best for your child, therefore we
encourage your active involvement in the development of your child's 1.E.P., as well as
you participation in school conferences, and other areas as needed.
Please take time to read and discuss this handbook with your child so there will be a
clear understanding of the program, its expectations and how we can most effectively
work together.
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Important Phone Numbers

Washougal Learning Center

835-5499

Columbia River Mental Health Services

750-7000

Crisis Line

696-9560

Children's Home Society

695-1325

Child Protective Services

696-6678

Clark County Juvenile Court

699-2201

Community Drug and Alcohol Center

696-1631

Department of Children and Family Services

696-6771

Educational Services District 112 (ESD 112)

750-7500

Phone Friend (for Kids)

693-8905

Parents Anonymous

687-7126

Parents Without Partners

693-1979

Regional Support Network

737-6024

Special Olympics

699-0566

Sniffles & Sneezes (sick Kids)

256-3062

Tough Love

892-4555

Washougal School District Special Services

835-8766

YWCA

696-0167
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Washougal Learning Center
Washougal Leaming Center is a day-treatment program. It has been developed by the
Washougal School District, in conjunction with community agencies and other school
districts in Clark County to directly serve the area's high-need population of emotionally
and behaviorally disabled students.

Mission of the Washougal School District
The mission of the Washougal School District is to assure that, within a nurturing and
stimulating environment, our diverse students and graduate achieve literacy and
appropriate core competencies, and become responsible and compassionate citizens.
We in the Washougal School District believe in providing students with disabilities a
supportive, educational environment which develops their unique talents and abilities so
they can ultimately secure a job, friends and a place in the community.

Program Goal
The goal of Washougal Leaming Center is for students to acquire self-understanding
and behavioral skill sufficient to return to a regular school environment and access broad
based educational opportunities.

Philosophy
The Washougal Learning Center is committed and believes in a strong academic and
mental health environment. We believe in a close working relationship with families
and community agency resources in order to promote student success.
Parents are an important part of any school program and that is especially so at
Washougal Learning Center. When the school and parents work together as partners in
children's educational and therapeutic program, the likelihood of healthy change is
greatly increased.
Students work toward success at various levels leading to improved social, emotional
and educational growth. Students, through organized skill development, will learn to be
responsible for their own behavior. A successful student will develop sufficient internal
controls so that he/she can return to a less restrictive program setting.

Communication with Parents
We strongly encourage parents to take time to review this information with their child
and support the school in its efforts. Recognizing progress, even small steps, and
encouraging good effort, is very helpful and important.
Parents are invited to call staff members with any question or concerns. Although staff
may be unable to immediately take your call during student attendance time, they will
promptly return your call as soon as possible. Parents and or Washougal Learning
Center staff may request conferences at any time as needed.
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All visitors to Washougal Leaming Center are required to check in at the office before
conducting their business. When visiting, please stop in the office. Your visit will then
be arranged for with the person or class you request to see. Planned or scheduled
appointment are always the most desirable. If you have arranged an appointment,
please be on time and be sure to call the school if you will be unable to keep a scheduled
appointment.

Lunch Program
The regular school lunch is available at school. Lunch is $1.35. If a student chooses to
bring a sack lunch, milk will be available for$ .25. A twenty day lunch ticket is $27.
Free and reduced lunch programs are also available. Forms need to be completed in the
school office for these programs and eligibility is detennined based on family income.

Breakfast Program
The breakfast program follows the same guidelines as the lunch program. The cost per
breakfast is$ .85 or $17 for 20 day ticket.
The school is unable to loan money to student and therefore it is important that students
take the responsibility to bring money daily or purchase a 20 day ticket.
Tickets can be purchased in the school office. Checks should be made to the
Washougal School District.

Emergency Situations
It is important to provide our office with at least 2 emergency phone numbers that we
can call if you as parent/guardian cannot be contacted. If during an emergency situation
a parent or other responsible party cannot be contacted, other community services may
be requested for assistance. These services may include the Washougal Police
Department, Columbia River Mental Health Services, social services agencies or local
hospitals.

Student Attendance
The school day for students Monday, Tuesday, Friday is 7:45 a.m. until 2:00 p.m., and
Wednesday, Thursday is 7:45 a.m. until 12:30 p.m. We expect parental support in
sending children to school daily. If a student is legitimately ill, however, please keep
them home.
If your child is absent, please call the school at 835-5499 by 9:00 a.m. We will call

parents after this time if an absence has not been validated by a telephone call. Please
send a note with your child the day he/she returns to school explaining the absence.
The Washougal School District calendar lists the scheduled closures for
Washougal Learning Center. If the Washougal School District closes for weather
related reasons, Washougal Leaming Center will also close. Attendance for students
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who live outside the Washougal School district may be affected by their local district
policies during weather related school closures.

Dress Code
We recognize that individual student's identity is often expressed in clothing and
physical appearance. We expect students to be clean, to wear clothing that fits and is
appropriate for the weather. Clothing or appearance that disrupts the educational
process or presents concerns for safety are inappropriate.

Transportation
Bus Behavior
Bus behavior is considered a very important part of overall school behavior. Student
bus behavior is evaluated by the bus driver and the student in five areas during each bus
ride. These expected behaviors include:
1. Being on time
2. Using the seat belt or harness (needs to be on the student at all times while
they are on the bus, even when the bus is required to
stop or wait at school)
3. Following bus driver directions cooperatively
4. Keeping hands, feet and objects to oneself
5. Using appropriate voice and language
Points earned for appropriate bus behavior are recorded on the student's daily progress
report and may be used to earn a variety of classroom incentives.

Washougal School District Bus Policy
1. The driver is in full charge of the bus and pupils. Pupils must obey the
driver promptly and willingly.
2. Outside of ordinary conversations, classroom conduct must be observed.
3. Pupils are to assist in keeping the bus clean by keeping their waste paper of
the floor. Pupils must also refrain from throwing refuse out of the windows.
To help keep the bus clean, eating is not allowed.
4. No pupil will smoke or light matches on a school bus.
5. No pupil shall open a window on the school bus without first getting
permission from bus driver.
6. No pupil shall at any time extend his/her head, hands, or arms out of the
windows, whether the school bus is in motion or standing still.
7. Pupils must see that they have nothing in their possession that may cause
injury to another, such a sticks, breakable containers, any type of firearms,
straps or pins extending from their clothing.
8. Pupils must see that their books and personal belongings are kept out of the
aisle.
9. No pupil will be allowed to talk to the driver more than is necessary.
10. No pupil shall sit in the driver's seat, nor shall any pupil be to the immediate
left or right of the driver.
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11. Pupils are to remain seated while bus is in motion and are not to get on or
off the bus until it has come to a full stop.
12. Pupils must leave the bus in an orderly manner. They must not
cross the highway until given consent by the school bus driver. When boarding
or leaving the bus, pupils should be in view of the driver at all times.
13. Self-discipline should be exercised by pupils at the bus loading area.
Students should refrain from pushing and shoving other students.
14. Student misconduct on a bus may be sufficient reason to suspend
providing bus transportation to those students involved.
15. In the event of an actual emergency, emergency exit procedure, as
established by the emergency exit drills, will be followed.
16. Parents of students damaging school buses will be responsible for proper
reimbursement to the school district.
It is very important to have an alternative address listed with transportation for your
child. If there is no alternate address within your neighborhood listed and you are not at
home, your student will be returned to school a maximum of two (2) times. If there is
no one home a third time, she/she will be taken to Child Protective Services and he/she
may be picked up there.
Districts Other Than Washougal
Most district bus rules are basically the same to Washougal School District. In every
case, students are expected to work hard to follow the Washougal Leaming Center bus
rules. If there are questions pleas call the Leaming Center office.

Responsibility for Reporting Child Abuse and Neglect
All staff at Washougal Leaming Center are required by state law and Board policy to
report suspected cases of child abuse or neglect to the child protective division of the
Department of Social and Health Services and/or law enforcement within 48 hours of
becoming aware of the suspected abuse or neglect. It is the responsibility of Child
Protective Services or the Washougal Police Department to determine if abuse has
actually occurred and what specific corrective action may be required.

Medication At School
Prescription and over-the-counter drugs are not permitted at Washougal Leaming Center
without advance parent notification to the school. State law requires that an
"Authorization for Administration of medication at School" form must be signed by a
licensed physician or dentist prescribing the medication and by the parent/guardian
before any medication can be administered at school. Neither prescription medication
nor any over-the counter (e.g., aspirin, cough drops) can be taken at school without
written authorization and direction. Prescription medication will be administered only
by designated school staff. Parent are responsible for providing all prescription drugs
in the original container.
If a student is in possession of drugs or medication for which the staff do not have

written instructions, these drugs will be confiscated and parents will be notified. Law
enforcement will also be notified if the item is a controlled substance. All prescription
medication will be stored in a locked cabinet. Staff will record the time and date on each
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occasion medication is dispensed. Medication records will be filed in the student's
cumulative file at the end of each school year.

Program Mission
We believe in providing students with disabilities a supportive educational environment
which develops their unique talents and abilities so they can ultimately secure a job,
friends and a place in the community.
Washougal Learning Center provides a continuum of services to those student whose
unique behavioral needs cannot be met in a less restrictive placement. Students must be
eligible for special education services according to Washington State Administrative
Code. This may include students with severe emotional or behavioral disabilities such
as depression, anxiety, psychosis, aggressive behavior or inappropriate social skills.
This may also include students with severe behavioral difficulties associated with health
impairments such as Attention Deficit/Hyperactivity Disorder. Prior to admission to the
program Washougal Learning Center staff review records and recommendations. An
intake staffing is conducted with the student his/her parents and important team
members in order too familiarize them with the program and to clarify student needs.
Upon entry, all students are place in the program on a 30 day diagnostic review in order
to gather information for their formal I.E.P. and determine if the placement can
effectively meet their unique needs.

Program Components
A.
Positive and Caring Staff -The professional staff of Washougal Learning Center
highly values the importance of a proactive attitude in all their endeavors. A strong
emphasis is place on active listening skills to enhance rapport with students in a highly
structured and supportive environment.

B.
Program-Wide Behavior Management Plan - Research has documented the
importance of providing clear, uniform structure and limits for students experiencing
serious emotional and behavioral disorders. The management system is designed to
provide for the physical and emotional safety of students and staff. Level and point
systems are important components of the program-wide management system.
C.
Classroom Management Techniques - Classroom instruction and therapeutic
treatment are implemented with strong coordination between teachers, therapists, and
other support staff.
D.
Mental Health Component - Meeting the mental health needs of students and
families is a major program component of Washougal Learning Center. Through a
partnership with Columbia River Mental Health Services, Washougal Learning Center
has mental health therapists working on site. Individual and group therapy are provided
for students through a variety of therapeutic methods. These interventions address
individual needs in social skills, self-management, anger control and related mental
health concerns. Work with families is also an important program component. Family
services may include parent training, family counseling and/coordination with other
community agencies.
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E.
Individual Behavior Management Plans- In addition to the Individual
Educational Plan (I.E.P.), an Individualized Treatment Plan (I.T.P.) is also developed
by the mental health therapist. These plans formalize the goals and objectives to address
each student's unique educational and mental health needs.
Academic Instruction Program- Diverse academic kills are a common
characteristic of seriously emotionally and behaviorally disabled youngsters. In
addressing this need, Washougal Learning Center provides individually designed,
competency-based academic instruction tailored to meet the unique needs of each
student.

F.

G.
The Staff of Washougal Learning Center recognizes the importance of
maintaining high standards for professional development and competence. The staff
actively participates in clinical supervision treatment team planning and continuing
education activities to enhance their knowledge, skills and treatment effectiveness.
. H.
lnteragency Collaboration- Meeting the needs of seriously emotionally and
behaviorally disabled students requires a coordinated and unified effort of community
agencies. To accomplish this goal, individual student case management is often linked
with the Department of Social and Health Services, various community mental health
agencies, law enforcement, juvenile court and the local Interagency Board.

Student Management System
Introduction
The management system is continually being reviewed and refined by the staff at
Washougal Leaming Center. It emphasizes an environment that provides physical and
emotional safety for all students. Program effort are built around skill development that
allows students to progress toward the ultimate goal of self-management.
Strategies for empowering students to maximize their potential;
A point system by which behavioral and therapeutic progress is rewarded
throughout the day and week; and
Levels through which students can progress leading to transition back to a
regular school placement.

Student Expectations
Based on the values and beliefs of the program, critical student expectations have been
identified that serve as guideposts for student behavior. These expectations are a
fundamental component of the program and convey to students the need to respect
themselves and others by:
1.
2.
3.
4.

Being Safe
Attending all classes, being on time, being prepared and
participating
Being courteous, cooperative and following directions
Respecting the property and space of self and others
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5.
6.
7.
8.

Solving problems in a constructive and non-violent manner
Using appropriate language and gesture
Maintaining personal hygiene
Avoiding drugs, alcohol and tobacco

Level System
Several characteristics are common among level-based behavior management system.
1.

A continuum of clearly identified steps that emphasize
movement toward less restrictive and more self-directed conditions

2.

A specific and observable set of desired behaviors and
competencies

3.

A specific set of observable rules and consequences for
undesirable behaviors

4.

Measurable criteria for placement and movement through the levels

5.

Emphasis placed on social, emotional, and academic skills

6.

Procedures for continuous evaluation of student performance

Daily Point System
Students earn points every block of instruction during the school day based on their
classroom functioning. Five common behaviors are monitored for each student. These
behaviors include:
1.
2.
3.
4.
5.

Follow Directions
Respect for Others
Safe Behavior
Complete Assignments
Problem Solve

In additional to these common behaviors, students may also be monitored on additional
individually selected behaviors. These behaviors are selected from their Individual
Educational Plan (I.E.P.) or their Individual Treatment Plan (I.T.P.). In addition to the
school-wide point system, individual classrooms also provide supplementary bonus
point systems recognizing appropriate target behaviors.
Students use the points they earn to purchase items from the classroom store or in
exchange for selected privileges. Points can be exchanged on both long and short term
basis. In addition, percentage of points earned each day is an important data source
documenting student progression through the level system. A designated minimum of
points must be earned each day in order to advance through this system. Students may
be penalized and lose points for significantly unsafe behavior, for property damage or
other major infractions or rule violations.
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Petitioning
Before a student is able to advance to a higher or less restrictive level in the level
system, he/she must proceed through a formal petitioning process.
The petitioning process requires that the student, either alone or with assistance,
complete a form documenting that they have completed the necessary requirements to
advance to the next level and describing why they feel they are prepared to advance. In
addition to meeting basic requirements of having performed at a designated percent level
for a given period of time, the student must also describe how he/she has attempted to
address the mental health issues necessary for his/her improved social, behavioral and
personal functioning. In order to meet with a approval, the student will be expected to
present and discuss this information with a group of his/her peers. The petitioning
process may be modified to meet the developmental needs of each student.

Transition Out Of Washougal Learning Center
When students have progressed through the level system or have achieved the skills
defined within the level system, transition to a regular school is planned. The transition
process involves Learning Center staff, the student and parent/guardian working with
the receiving school staff to develop a transition plan. This plan includes a support
network to ensure success to the greatest degree possible.

Individual Contracting
Recognizing that all students function in unique ways that may not be adequately
addressed by the requirements of the student management system, individual contracting
may be used to modify their program to increase the likelihood of success. Contracts
may bee used at all levels of the program including individuals or group of students.

Problem Solving Plan
Consistent with the program's belief in the importance of goal setting and problem
solving, students will be expected to complete a written plan whenever a teacherdirected time out is assigned. With assistance as needed, the student will be required to
complete a written plan identifying his/her problem behavior, the feelings associated
with it, the impact upon others and a plan for improvement. If the student's behavior
has affected other individuals or the environment, the student may be held accountable
to the group for his/her actions. Accountability to individuals may involve seeking the
trust of the group or making some form of apology to the group. Accountability for the
environment may involve cleaning an area or performing some positive practice of the
appropriate behavior. Student plans are reviewed routinely to determine the degree to
which the student is meeting with his/her plan or the need to make modifications in the
plan.

Time-Out
Time-out is a behavior reduction technique defined as a period of time in a less
reinforcing environment made contingent on a behavior. Time-out has been found to be
and effective means of reducing behaviors such as tantrums, inappropriate social
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interactions, yelling, verbal and physical aggression, out-of -seat and inappropriate
verbalizations. Three major types of time-out, ranging along a continuum of
restrictiveness, may be used as a consequence for inappropriate behaviors. These forms
ranging from least restrictive too most restrictive, include non-exclusion time-out,
exclusion time-out and isolation time-out.
Non-exclusion time-out limits the student's participation in the reinforcing area or
ongoing activities without eliminating observation of the activity. Generally this form of
time-out requires the student to be outside the ongoing activity and observe the
behaviors of peers for a designated period of time. This might take the form of the
student placing his/her head on the desk, restricting his/her participation in desired
activities, moving his/her chair out of the group, or other students ignoring the student.
The next form of time-out, referred to as exclusion, involves removing the student from
the area of activity without actually removing him/her from the classroom. Examples
include sitting in a chair facing the wall or sitting behind a screen or partition, or study
carrel.
The most restrictive form of time-out, referred to as isolation, involves totally removing
the student from the classroom to a separate room or area for a designated period of
time. This form of time-out, is used only when very serious rule violations have
occurred, or when the student is significantly disrupting the learning of others in the
classroom.
Although all efforts are made by staff to assist students to maintain control over their
behavior without the use of restrictive forms of time-out, these procedures may be
necessary when a student's behavior becomes unsafe. A student determined to be in
need of ti me-out will be expected to immediately leave the group and move to the
designated time-out area. The student is expected to remain in this area for period of
time in order to demonstrate that he/she has regained control and to complete a problem
solving plan. Upon return to the group, the student will usually be required to complete
the task assigned prior to the time-out. The use of time-out always occurs under the
immediate supervision of school staff and within the guidelines set forth in Washington
State law (392-172-392-394, 1995).

Physical Prompt
A student who is being significantly disruptive to the educational process or
endangering people or property, and who fails to follow a direction for movement from
one area to another, may be assisted by staff. This assistance may include a physical
prompt (e.g., tap on the arm or escort) to encourage the student's safe behavior. These
technique are a part of ongoing staff inservice training and review.

Physical Restraint
In order to provide a safe environment for all students and staff, a student who engages
in behavior that is determined to be dangerous to self or others, or to be significantly
disruptive to the educational process, may be restrained in order to prevent injury to
people or damage to property. All staff participating in restraint have been trained in the
appropriate use of holding teclmiques. This form of physical assistance is relaxed as
soon as the student demonstrates safe control over his/her body. Excessively unsafe
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behavior may require the assistance of multiple trained staff or law enforcement
personnel in order to reestablish and maintain a safe environment. Physical restraint is
earned out with the guidelines of Washington State law (WAC-392-172-388-398,
1995).

Law Enforcement
When a student's behavior is out of control and has escalated to the point of imminent
danger to self, others or property, and all efforts by the staff to manage the behavior
have proven unsuccessful, law enforcement will be contacted by a telephone call to 911.
Behaviors necessitating law enforcement involvement include significantly intense
physical assault or attempted physical assault, destruction of property or other illegal
actions. In consultation with the Washougal Learning Center staff, the law enforcement
officer will make a determination about the appropriate course of action depending on
the nature of the behavior, the age of the student and the student's previous history.
Law enforcement intervention may range from verbal discussions and warnings, to
placement in juvenile detention facilities with appropriate legal charges being filed.
Parents and the resident school district will be contacted in all cases necessitating law
enforcement involvement.

Conclusion
The development of an effective behavior management system is essential to providing a
safe and therapeutic environment for students and staff. Ongoing monitoring and
documentation are considered important components of the management system.
Evaluation of the system is an ongoing process designed to determine the effectiveness
of individual student educational and treatment plans, as well as needs for program
modification and staff training.

ChapterV
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
Summary
The Procedural Handbook for the Washougal Learning Center is a product that
was made from a staff viewpoint, as a tool to improve the educational processes within
a school building. The handbook was constructed to serve a need and it will provide a
comprehensive, easy to follow handbook that details the procedures of the Washougal
Learning Center. The value of the handbook can best be seen in the daily operations
that take place within the school. Staff and administration have a common reference tool
to rely on when conflicts arise. This will make for greater efficiency.
Conclusions
The handbook will accomplish many goals. It will clearly and comprehensively
explain the procedures that will be utilized in the building. The handbook must be
updated and revised yearly or whenever problems or specific issues arise. The contents
should be current and always adhere to district, state, and federal guidelines.
Recommendations
1. A procedural handbook is not the answer to all of the problems in the
building. A strong administrator who is willing to enforce the guidelines in a procedural
handbook will make the handbook a useful tool.
2. The key to successful use of such a handbook is for the guidelines to be used
and followed.
3. An annual review of the handbook is important. Staffing, scheduling,
school calendar, and procedures often change from year to year. Changes should be
made as district, state, and federal guidelines change. A handbook that contains
information that is inaccurate or out of date is less effective than one that is reviewed on
a regular basis. It is good practice to have the building staff review the handbook at the
39
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conclusion or beginning of each school year. This not only speaks to the handbook
revision process, but also serves to keep the staff knowledgeable of the policies and
procedures of the school.
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